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Thlel, danagerent Siaff _ 19 Koverber 1907

<pie?, "ecords Famagees: Staf?

voetly ‘eport for Week knding 18 m 1959

{1} 8ix offices transferred 101 cu. ft. of iometive records
o the Becords Centay.

(2) The Center destroyeld IR eu. £t. of records..

{3) tCowpleted cne Dev and wo yevised forus. Twe force

. (5) The Couwrier "wepipt en! Loz “ecord emd Agesey Multi-
purpass Invelopy groject is eowplabte. Sooe of the
advantasges of thy sew systes aret
2e Reduces dccusent treeling kimky}my houre.

¥, In bery coaes the Forw cbecletes yreeord books and
oards .

c. Elimismtes enveim cidreasing. Beceipt Tors iz desigoed
to serve ss adiress labei.

The entinated aumms! dollar bepefits of 90,000 zay e
swrpagsed vhen gyeten 1s used to its grestest sdvemtage.

25X1 (5} Report om | TUY assigmment wes 25X1
seat o Chiel Support Staff, 5i. Some ateorplishoents
and signiTicant sspects in the report were:
8. 93,731 izoges were icroflised e of 17 Seplesber 195G.

b. Solved problen T deweloping sierefils despite hewt
of avrea.

€. Tean tewted and used nev 15 ws wicrofilnm resder vhieh
requlires 36 adiing of file or film gspools.

4. Surweysd and prey Fecerds Comtrol fehedule for the
39T mibie Teet Wf! records 25X1
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e. Debterained thet ouly une-teath of one percvent of
records at Steticn Acserved persanent retention.

%
»

Destroyed ten cuble feet of chaolete Tilee during
purvey. Deter»ined thet ancthsr tventy-six cuble
feet of files can b destrayed vhen Headgumrters
approves the Records Control Schefule.

Z» Yound that approwirately 0% of the Stations rgeords
sre duplicated =1 Hesdousriers.

h. Gevesled that the eurrent | 25X1
25X1 Si‘s ig coniliet with the prepared Fecords
Control Solwdule snd in some respects hinders
developzent of 8 Secords Hanegeuent Prograns,.

1. Found that the Ciatiom 414 pot have a C.5,. Ly
£ile and so tvo of tes:s stayed on %o set up this flle.

3. Suggested a re-digeridbution of eleriesl and secretarial
help to fzeilitate work flow ard resolve unequel work
loads.

k. Proposed that s Tield position be estsdliished to
provide for a Records Officer to gover the HE Arse
overseas.

b. Intanszibla

{1} Arter meeling with “tate Departuent re ntetives ve
sre gatisfied thet Stete is mtsmi& long 25X1
enocugh (o seet CIA Sequirements. Project complete.

{2) Forty M/ Tiie Supswwisors snd Clerks (GS-% thru 11)
attended the Refresher Trsining Workshop in Plling on
1€ Hovember. The ?final Workshop is scheduled for M/p
ewployees on 7 Decesher.

2. f&ssi@mm - ftive

%. FOUER
{1} Mve pew xnd 13 revised Tormm.

{2} Teletype Dissexinoiliom Inforuation Reports and Systems.

w

3

g

Ravision of Dispetoh Forss.

-
L-ad
M

isproved lHanagement of Ticekhed Fores.

fuggestions for ' t of formet of new Agency
. Bupply Cnialpg Mgw becn sent ts Logisties.
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{7}
()
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Exped!ting Printing of Inforsation Reporis.

Three Information Report forwate sre being revised to
conply with recomvendations afﬂﬂsm of
Prinbing Services Division.

Courder Recelpt and sz “eeord and Agency Multi-purpose
invelope. sec la{b)

laprovenent of Quality of Inforsation Raports

Fovres Tor RCA-S50) Computer Uystems.

Shelf Filing

(1)
(2)
(3)
(%)
(3)
{(s)

Of{ice of Pergonnel
Contact Division Tield Orfices
Office of Security

Offiee of Training

Office of Cosmmbestions TIT/Steff

filing Systens

(1)

Hanagewent Staff, o & ¥ {(DD/8)

Reoords Coatrol Sehedu

{1}
()
{(3)
(%)

Expcutive Fegistry
71 Gtaff

Special Projects

Revisiug ahd Reotder of Overnight Stormge Boxes.
DD/P Bupport Hecords
Predeczssor Agency Records

Intrence-on-Duty and Refresher Training Workshop in
¥iling., see 10{(2)
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(5) Physteal Comsol!ds’lom of Vitsl Muteriale and
‘esords Comter ‘
() vee of Stute W@‘ 25X1
(n Transfer of “ertain Captured Cermen Doowsents fro:
Btate Departoent sad Netionsl Archives %o CIi.
{C) Records of Presidert's Mivigory Conaittes on Politiesml
Refugees.
{9) Pocords Manegement Curver aém./awa
Inventory of resords hoidingz completed. Proposals
feveloped froe thisinventory were scespted by Chiz?,
m. The propostis encompcss a eouplete recrgenizetion
of the recorfis of the Division plue vevised aystecs
m progedures 7oy obhielints in e b bt ts nformmtion
25X1-
{(12) Records Mmuagement Survey of DD/P/PP Support Divisioas
furvey extended to include PP holdinge iu Reeords
Center and Visal Msterials.
{11) Records Dispositton Activity Promotion (Bew)
Hot with Col. ‘urecu to discuss reeords dispcsition
sotivity in the Offiee of Operutioms. He has scheduled
& meating of his Sasords OPTicers to scoslernte records
retirewent and destrustion. Also semt to twenmty ARO's
a aesorandus calling fer (1) sction om records mot ve-
tired secording to leeords Control Sehedules, amd (2)
& report by 15 Jammry 1960 on the results of inereasing
recods disposition activity.
3« Foews
1. 10 response to Coj Vhite's gpeeisl appesl for sssistanve in
belping ID/B eomponents ceet UCF quots, Mensgewent Steff
personnel conteiduted 115,
2. The TR Resords Offieer reports the destrusticn of 55 cu. ft.
of records this sonth. o g
25Xt 3. ﬁ}tma the DD/I 711ing Vorkehop to deternine
progren sodificetions needed to meet yeguirements of ID/P
rersommel. He reported his finfings to W 25X1
25X 1 of m/P.
Distr on: . o b

Orig - Addressee T

it 25X1
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